
THE REQUESTS MODULE 
 
• The Requests module is the part of DOCLINE where the borrowing and 

lending is actually done. 
• There are five menu choices – Borrow, Lend, Receipt, Reports, and 

Status/Cancel. 
 

 
 
BORROWING 
• Under Borrow there is a submenu of ways to borrow – PubMed, 

UniqueKey, LOCATORplus, Manual, Transfer and Requestor. 
 

 
 
UNIQUEKEY 
• The most common method of borrowing is UniqueKey. 
• In the Search PubMed section up to 11 Unique Identifiers (UIDs) can be 

entered in the search box. 
• UIDs are MEDLINE Unique Identifiers (MEDLINE UIs) or PubMed Identifiers 

(PMIDs). 
• The system actually searches for the UID in MEDLINE/PubMed. 
• Each UID is separated by a comma or a space – NOT BOTH. 
• After entering your UIDs, click on Search. 
 

 
 
• The Search LOCATORplus section allows you to enter one Key – NLM 

Unique ID, ISSN, ISBN, OCLC, or Journal Title Abbrev. 
• The system actually searches in LOCATORplus. 
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PROCESSING REQUESTS 
• The procedure for Processing Requests is similar in throughout all of the 

Borrow methods. 
• The Process PubMed Orders screen lists the citations you wish to borrow. 
• By clicking on Next, you will process all the citations at once. 
 

 
 
• The check boxes next to each citation, allows you to process the requests 

separately. 
• For example, by checking only the first box you will only finishing processing 

the first request. 
• Click on Next. 
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• Routing Instructions takes the default information from Routing Profile 
created in DOCUSER. 

• At this point, you may either change any of the instructions or keep the 
defaults. 

 

 
 
• Before continuing on to the next step, you must select the Referral Reason. 
• These are the reasons why the item needs to be borrowed. 
 

 
 
• Another option on this screen is the Prefix LIBID. 
• The system allows you to send the request directly to one library. 
• You may type in the LIBID. 
• After finishing the instructions, click on Next. 
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• The Delivery Address is the address taken from the Document Delivery 
Address page in DOCUSER. 

• If the address the document is to be mailed to is the same, click on Finish. 
 

 
 
• After finishing, you get the DOCLINE Request page, which gives the 

request number and location the request was sent to. 
 

 
 
• By clicking on Full Display you can view or print the entire request. 
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• By clicking on Return, you come back to the Process PubMed Orders 
screen and can continue to process the other requests. 

 

 
 
PUBMED 
• PubMed is embedded in DOCLINE and can be used for those requests 

without a UID. 
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• For best results, switch to Single Citation Matcher in PubMed. 
• Type in the available information, and click on search. 
 

•  
 
• To select the correct citation, check the box next to it. 
• Then click on Order. 
 

 
 
• From this point, the processing is the same as with UniqueKey. 
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LOCATORPLUS 
• Like PubMed, LOCATORplus is embedded in DOCLINE. 
• Search LOCATORplus, when the article request is not found in PubMed. 
• The goal is to find the journal title to allow for the best possible routing. 
• When searching for a journal, switch to Journal Title Search. 
• Notice that the DOCLINE Ordering Information button is in red.  This 

means no data has been captured to return to DOCLINE. 
• If the search is for a monograph or audiovisual item, choose the most 

appropriate search criteria. 
 

 
 
• Once the correct item is found, click on the DOCLINE Order button now in 

blue.  The data has been captured at this point. 
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• You return to the Citation Input screen 
• Input any other available information like pages needed. 

 

 
 
• If the request is for a M/A/N document, the Routing Instruction screen will 

include the M/A/N Map. 
 

 
 

• If the request if for a serial title, the routing will be based on the routing 
table. 
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MANUAL 
• The Manual borrow should only be used as a last resort. 
• All the information will need to manually inputted and the routing will be on 

M/A/N Map. 
 

 
 
TRANSFER 
• Transfer is used to transfer Loansome Doc requests into Requests. 
• It is your choice if you wish to transfer a LD into Requests.  You may choose 

only to fill LD request with your own collection. 
• To Transfer Loansome Doc request, type in the number of the LD 

request. 
 

 
 
• The request can be shipped to either the library or the patron.  Make your 

selection under the Ship To column. 
• Next to the request number in the Transfer Request column is a blue dot.  

Click on this dot to continue to act on this transfer. 
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• Clicking on the blue dot takes you to the Routing Instructions and 
Delivery address.  Made any corrections necessary. 

• Be sure to choose a Referral Reason. 
• Click on Finish. 
 

 
 

• Notice the request number remains the same. 
 

 
 

REQUESTOR 
• Requestor is not an often used borrow method. 
• It is used to assist another library that cannot temporarily borrow them self. 
• The assisting library can type in the LIBID for the disabled library.  The 

Routing Profile and Table used will the disabled library’s. 
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RESUBMIT 
• Resubmit allows you to re-request a request that was stopped for some 

reason without having to reenter the entire information again. 
• To Resubmit, either click on the system message saying request were 

retired unfilled 
 

 
 
• You are automatically taken to the Status/Cancel screen with Retired 

Borrows showing. 
• Click on the red arrow next the request number in the Resubmit column. 
 

 
 
• You are taken to a Routing Instruction page  
• It is similar to other instruction pages but also includes buttons on the top of 

the screen to the Request, the History, and Help. 
• Be sure to make some changes in your instructions or select a Prefix LIBID 

before resubmitting. 
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• Notice that the request number for the resubmitted request has changed. 
 

 
 
RECEIPT 
• Requests coming to you as a lender can be receipt in two ways. 
• The Welcome Screen has a message of any receipts awaiting.  Click on the 

message to go to the requests. 
 

 
 
• The other option is to click on the Request menu choice Receipt. 
 

 
 
• You are taken to the requests sent to you. 
• A system message tells you that by opening this page, you have accepted the 

requests.  Click on OK. 
• To print, click on the Print/Download Receipts button. 
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RECEIPTING LDS 
• Receipting LDs is the same as receipting any other requests.  Either click on 

the message on the Welcome Screen or click on Receipt under Requests. 
 

 
 
• A separate window opens with all of the requests. 
• Print using the browser’s print option under File. 
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LEND 
• Each request sent to you must be updated in Lend. 
• Lend has two tabs – Batch and Single. 
• Batch is more likely used by larger libraries processing many lends, or by 

libraries using Barcode readers. 
 

 
 
• The Single tab is more commonly used. 
• In Single, each request number can be processed individually. 
 

 
 
• In the Number column, select the request number. 
• In the Action column, select the action – Filled or Rejected. 
• If the request is filled, the Method/Reason column will list the method of 

delivery. 
• You must select the delivery method. 
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• If the request is rejected, the Method/Reason column lists the reason for 
rejection. 

• You must select the reason it was not filled. 
 

      
 
• The document Type and Format can also be selected. 
• Once the information is complete, click on the Update button. 

 

      
 
• The system displays how the lends were updated. 
 

 
 

STATUS/CANCEL 
• Status/Cancel allows you to cancel a request you have made or check the 

status of any requests you still have access to. 
• If information is needed for only one particular request, type the request 

number in the box under Enter request number and click on Go. 
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• If a list of requests is needed, you can search for them by the type of request 
– DOCLINE or LD, and Borrow, Lend or Transfer. 

 

      
 

      
 
• Requests are available for up to 40 days after the last action. 
• They can be views in Ascending or Descending order. 
 

           
 
• If the request is still outstanding (has not been filled or cancelled), it can be 

cancelled here by checking the box next to it in the Cancel column.  Then 
click on the Cancel Checked Items. 
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• A system message will tell you the item was cancelled. 
 

 
 
• Clicking on the term in the Action column, gives you the history of the 

request. 
 

 
 
• Clicking on the LIBID of the library who has received the request, takes you 

to the library’s ILL information in DOCUSER. 
 

 
 
• As a lender you only have Status information on requests to your final 

action. 
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TIME-TRIGGERED ACTIONS 
• These are actions the DOCLINE system takes after a certain time is past so 

the requests will route in a timely manner. 
 
• The lender must Receipt requests within one working day. 
• NLM counts working days as Monday through Friday. 
• The day the request is entered into the system is Day 0 so the lender has 

until midnight the following day to receipt the request (Day 1). 
 
• Requests must be updated in Lend within three working days. 
• Day 0 is the day of receipt. 
• A warning message will be seen on the Welcome Screen on the second 

working day. 
 
• Loansome Doc requests that are not updated will disappear after 30 days. 
 
REPORTS 
• DOCLINE Reports are quarterly statistics on your borrowing and lending 

activities. 
• Two quarters worth of reports are always available.  As a new quarter is 

added the previous quarter disappears.  NOTE:  Neither the RML nor NLM has 
access to these reports once they have left your Reports menu. 
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• There are also some annual statistics generated. 
• Currently only 1-8A is available which lists the journal titles you borrowed 

during the report period. 
 

 
 

 
 
REPORT 1-7:  ROUTING TABLE STATISTICS REPORT 
• This report is always current to the moment. 
• It lists the libraries that have you in their Routing Tables and in which cell. 
• By clicking on the LIBID, you go to the library’s ILL information in DOCUSER. 
• The report can be used to find libraries to add your Routing Table. 
• If there have been problems with any one library overburdening you, 

checking their placement of your in the routing table, might help solve the 
problem. 
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REPORT 1-1A: SUMMARY DOCLINE BORROWER STATISTICS 
• This is a summery of all the requests entered by your library. 
• Check to see that not too many requests are rejected or not acted upon in a 

timely manner. 
 

 
 
REPORT 1-1B: SUMMARY DOCLINE LENDER STATISTICS 
• This is the summary of your library as a lender. 
• Use this report to check that you do not reject too often or have too many 

time-triggered actions. 
• Check that your throughput is 0 – 1 days. 
 

 
 
REPORT 1-2A: DETAILED DOCLINE BORROWER STATISTICS 
• This is a detailed report of your borrowing activities and the lenders that the 

request was sent to. 
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REPORT 1-2B: DETAILED DOCLINE LENDER STATISTICS 
• This is a detailed report of you activities as a lender. 
 

 
 
REPORT 5-1: LOANSOME DOC DETAILED LENDER STATISTICS 
• This is a detailed report of your library as a Loansome Doc lender. 
• This can be used to determine your optimal Loansome Doc activities. 
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